16. 130

16.130 NONSWORN EMPLOYEES DAILY TIME FORMS

Rev.

Definitions:

The foll ow ng nonsworn Police Division enployees are
exenpt per the Fair Labor Standards Act (FLSA):

- Admnistrative Secretary

- Administrative Technici an

- Administrative Assistant 1

- Administrative Assistant 2

- Admnistrative Assistant 3

- Accountant 2

- Accountant 3

- Police Crimnalist

- Senior Police Crimnalist

- Supervi sor of Tel econmuni cations D spatch
Servi ces

Al l other nonsworn Police Division enpl oyees are
nonexenpt per FLSA.

Pur pose:

Ensure conpliance with FLSA as nmandated by Federal
Statute.

Enhance accurate recording of Police Division
enpl oyees' daily work hours.

Pr ocedur e:

A. Conpleting a Cncinnati Police D vision Wekly
Ti me Report (Form 202):

1. Exenpt nonsworn Police Division enpl oyees
will conplete a Form 202 every week.

a. Enter the duty hours (starting and
quitting tinme) daily.

1) This time will include regular duty
hours plus lunch period, if
appl i cabl e.

a) If required to take a |unch
period, enter the length of tine
in the "Lunch" space.

b. Wen working overtine, enter the actual
overtinme hours worked in the "Overtine"
space.
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c. Wen taking tinme off, enter the nunber
of hours, type of tinme, and duty hours
taken off in the "Tine Of" space.

d. Mark "off days."

e. Initial and submt the Form 202 to your
i mredi at e supervi sor at the end of each
week for review and filing.

Exenpt nonsworn enpl oyees are not required
to conplete a Form 202 if they are not
permtted to | eave their work assignnent for
a lunch break and their tinme is accounted
for on a daily lineup; e.g., Comunications.

B. Conpleting a Nonsworn Enpl oyee's Daily Tine
Report (Form 434):

1

Al l nonexenpt nonsworn Police Division
enpl oyees will conplete a Form 434 every
week.

a. Enter the starting and quitting tinme
daily.

1) This time will include regular duty
hours plus lunch period, if
appl i cabl e.

a) If required to take a |unch
period, enter the tinme in the
"Lunch Period" bl ock.

1] Nonexenpt nonsworn enpl oyees
not permtted to | eave their
wor k assignnment for a |lunch
break will "X' out the
"Lunch Period" bl ock.

b. Wen working overtine, enter the actual
overtinme hours worked in the "Overtine
Hour s" bl ock.

c. Wen taking tinme off, enter the nunber
of hours and type of tine taken off in
the "Hours Taken O f" bl ock.

d. Mark "off days."
e. Sign and submt the Form 434 to your

i mredi at e supervi sor at the end of each
week.
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1) After conpleting the four weeks on
the Form 434, submt it through the
chain of command to the unit
commander for review and filing.

2.  Nonexenpt nonsworn enpl oyees are not
required to conplete a Form434 if they are
not permtted to | eave their work assignnent
for a lunch break and their tine is
accounted for on a daily |ineup; e.g.,
Communi cat i ons.

C. Responsibilities of the |Inmediate Supervisor:

1. The enpl oyee's i medi ate supervisor wll
review the Forns 202 and 434 daily and sign
them at the end of each week.

a. An enployee's i medi ate supervi sor my
keep the Fornms 202 and 434 during the
wor k period, but the enpl oyee nust
conplete it daily.

D. Inspection of Tine Reports:

1. The Inspections Section will conduct random
i nspections of the records keeping process.
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Procedure 16. 130 | ndex

This procedure appears in the main Procedure Manual Index in
the foll om ng manner:

Page 22
DAILY:
Time Report: Nonsworn (FLSA) 16. 130
| nspection of Tinme Reports pg. 3
Procedure pg. 1
Page 33

FI SCAL AND BUDGET SECTI ON

FLSA (Fair Labor Standards Act) 16. 130
FLSA (Fair Labor Standards Act) 16. 130
Page 51
Nonswor n Enpl oyee Daily Ti ne Report 16. 130

| nspection of Time Reports pg. 3
Procedure pg. 1

Page 55
OVERTI ME:
Cvilians pgs. 1 & 2 16. 130
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